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- DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1423

Page 1 of 6

ency

Depar
_and C

Division/Unit

tment of Pub11c bafety
orrectional Services

Division of Pretrial
Detention and Services

Item
No.

Description

Retention -

FINANCE AREA

FINANCIAL RECORD:

A. GENERAL ACCOUNTING RECORD:

(1) Certificate of Deposit and Rank
Deposit 5lips

(2) Memorandum of Adjustments

(3) 5TARS Reports

The reports in this series include, but
are not limited to, some or all of the
following:

(1) A3040t Detail of Transactions Fosted
(2) A30402 Trial Balance of Genera]
Ledger Accounts
. (3) A30406 Monthly Statement of Agency
Revenpue .
(&) A30451 Statement of Budget, Expend-

B. BUDGET AND FISCAL‘PLANNING RECORDS::

(1) Budget Estimates

(2) Budget Schedule Amendment

(3) Request for Position Action

(4) Food Reports

(5) Laundry Reports

(8) Motor Vehicle Mileage Reports (MFOM)
(7)) Personal M11edqe Reports

(8) Overtime Reports

{(9) Projections of Expenditures

ftures, and Encumbrance by Sub-object

kRetain for three (3
years and until all
audit requirements

have been Tulfilled
then destroy.

Sarie as above.

Retain for one (1)
year,,then destroy.

Agency,
or Divisi
Date

Signatu

Schedule Approved by Depanment

Schedule Authorized by State Archivist

Val

on Representative. Date ////// 7y

1]ngfspec1al Assistant to the Commissiloner

ﬁGgTEUWTHev1EE)

Figure 3

May 25, 1994 B ;ffé;’ 4/7 o
e ?./;; % (O Signatute_;/,@\,./«,/QQj (—

yped NameZ Pau)l "E. Brown
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RECORDS MANAGEMENT DIVISION

DEPARTMENT OF GENERAL SERVICES Schedule No. 1623

(Continuation Sheet) |

RECORDS RETENTION AND DISPOSAL SCHEDULE Page £ of

b

Department of Pub11c Safety. Division

‘Agency ‘ Division/Unit

dnd Correct1onq1 Services ‘ Detention and Services

of Pretrial

item ’ Description
No. '

Retention

C. PAYROLL ACCOUNTING RECORDS:

Employee Roster Card File

Payroll and Check Register

Payroll Exception Time Report

) Employee Time Cards and Time Sheets
" Positive Time Reports

{Contractual Employees)

(6) Wage Garnishments

e R T
s WN =
N N N e

D. MISCELLANEOUS ACCOUNTING RECORDS:

Bank Books, Statements, snd Deposit
Receipts

‘ Cunce]]edbchecks, Check Coo1eq, and
’ , _ .Check stubs .

De11Very Orders and Receipts

Gas Withdrawal Tickets

Faid Bi11s and Invoices

Receipt Copies and 3tubs
Requisitions and Purchase Orders
Accounts Pavable Files.

Federal Grants Files

Special Project Files

Welfare Fund Reports

Board of Public Works Agenda
Accounts Receivable Records
Central Collection Lists
Abatement Lists .
Petty Cash Reconciliation Schedules ;

E. MISCELLANEOUS CORKESFONDENCE: : :

W N -

NN EFWN =2 OQOOO~wNO O &

PN AN PN SN N TN N N

The fecords in-"this éeriesiinc1ude, but ar
not limited to, some or all of the followi

(1) Letters to and from Countries
(2) Letters about inmates sccounts
(3

‘Letters about inmate and employee
i property claims

Nt et

Same as above.

Same as above.
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Figure 3A
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DEPARTMENT OF GENERAL SERVICES Schedule No. 1623
RECORDS MANAGEMENT DIVISION . .
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 6 o
(Continuation Sheet) B
. o ni
Agency D.Msnon/U t -
Department of Public Safety. Division of Pretrial
and Correctional Services Detention and Services
tem Description Retention
No. ‘
2. SPECIAL ACCOUNTING RECORDS
Retain item 2A in
A. Reports of audits conducted by the Legis-~- office for five (5)
lative Auditors years and until &1}
B. Reports of audits conducted by persons or audit requirements
agencies other than Legislative Auditors. are met, then destréy.
C. Internal Audit Reports Items 2B, 2C and 2D
D. DCR Audit Series retain in office fow
. five (5) years then
(1) DCR's transfer to State
(2) Institutional Directive Approva]; Archives for permandnt
(3 Audit Results retention.
3. INMATE ACCOUNT RECORDS:
‘ A. Computerized Inmate Statements - Retain for three (3)
B. Inmate Commissary Accounthards e -yYears, then send to
C. Inmate Ledger Cards the State Records
Center for seventeer
(17) vears, then
destroy.
D. Inmate Vouchers Retain for three..(3)
E. Inmate Register Receipts vyears and until all
F. Inmate Time Sheets audit requirements
have been fulfilled,
then destroy.
4, LOCAL JAIL REIMBURSEMENT RECQRDS:
A. Law and Legal Opinions Review annually and
B. Formula II Base File and destroy obsolete
C. Schedule of payments and projected materiagl.
payments. : oA
PN
D. Audit Reports kRetain for five (5)
E. Financial Records years, then destroy.
F. Schedule of Inmate Days
I
DGS 550-TA (Rev. 1/93)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

’ RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.
1623

Page 4 of .

Agency

Department of Public Safety.
and Correctional Services

Division/Unit

Civision of Pretrial
Detention and Services

tem
No.

Description

Retention

PROCUREMENT AREA

This series applies to the Division of
Pretrial Detention and Services Procure-
ment Offices and includes all standard
procurement forms as well as other
purchasing media which provide support-
ing data for special and general procure-
ment records.:

Procurement records may include all or
some of the following documents.

PROCUREMENT RECORD:

A. PROCUREMENT CONTRACT SERIES

Purchase Orders

Service Contracts

BB-4

Specifications

Paar

Action Agenda

Written Determinations
Tabulation of Bids

Bid and Quote.File

Maryland Register Award Form

—~ O WO NU E W) !
Nt Nt M Mt Nl " i N e ot |

—h TN LN N SN PN N N

B. SQOLICITATION SERIES

(1) Request for Approval of Award

(2) Fund Certification and Transfer
Authorization

(3) Bidders List Follow-up

(4) Bid Bond .

(5) Maryland Register Soliciation Form

(6) Advertising

(7) Proposals

(8) Frotests

.UHQEF”$10,000 Maintenance Contract

Retain for three (3
years from date of 1
transaction and unti
all audit requiremen
have been fulfilled,
then destroy.

Figure 3A

DGS 550-1A (Rev. 1/93)
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DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.
1623

Page of

Agency

Department of Public Safety.
and Correctional

Services

Division/Unit

Civision of Pretrial
Detention and Services

tem
No.

Description

Retention

®

I

UGS?SETK]R@%1EB)

Figure 3A

REQUISITION SERIES

Unscheduled Requisitions
Scheduled Requisitions

(1)
(2)

MINORITY BUSINESS ENTERPRISE SERIES

(1) Minority Business Report
(2) Minority Business Enterprise Self
Certification Form

GENERAL ADMINISTRATIVE RECORDS SERIES

Correspondence
Emergency Log
Contract Number Log

PN N
(6200 i VI N QN
Nt el N st

Surplus Property Authorizations

FERSONNEL CONTRACT SERIES

CPB 200
CPB 311
CPB 312
Contract
M3 100
DCR 50-45

NN N NN~
DN E WN -
R N

SPECIAL PROJECTS SERIES

Documents related to minor research activiti

usually related to procurement

PROCUREMENT ADMINISTRATIVE SERIES

(1) Institutional File

(2) Authorization and Delegation Fifes

 Telephone. Service Request Log-- - - -

o
- e
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No;¢,5

w3

RECORDS RETENTION AND DISPOSAL SCHEDULE Page of
(Continuation Sheet) {

Agency Division/Unit |
Department of Public Safety Division of Pretrial
and Correctional Services Detention &nd Services

ftem Description Retention

No. :

GENERAL CORRESPONDENCE :

Subject arrangement of origingl incoming
letters, copies of outgoing letters,
memoranda, studies, reports, directives,
policies, and other materials related to
the administration of the agency.

Screen annually and
destroy that materi
no longer needed fo
current. business,
Directives, policie
and other material
related to the
planning and policy
that- 11lustrate the
development of the
agency retain
"permanently for
eventual periodic

ﬁ1

transfer to the S5ta
Archives.

L

GS 550-TA (Rev. 1/33)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEONRECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 5501

G

pr

DEPARTMENT OF GENERAL SERVICES .
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD -

P P.O. BOX 275 - JESSUP, MARYLAND 20794 Page ___ 1 o _0
SDEPARTMENIIAGENCY ‘ ' ' 2. DIVISION Lokl 3. UNIT ‘ i
ggpartment of Public Safety Division of Pretrial Baltimore City Detent‘lon

d Correctional Services . Detention and Services Center

L .
DEFINITION - Records Sarles

- A group of relatsd records normally filed and used as s unlit for rafarence as

4. RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR J LAIETEST YEAR

1991 1o

Financial Records

A, General Accounting Record
C. Payroll Accounting Records

E. Miscellaneous Correspondence

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatio/documentsAorms found in the Series.

B. Budget and Fiscal Planning Records B.

D. Miscellaneous Acgounting Records D.

Include the purpose of function of the Series)

Procurement Records

A. Procurement Contract Series
Solicitation Series

C. Requisition Series

Minority Business Enterprise Series
E. General Admin. Records Series

F. Personnel Contract Series

G. DCR Audit Series

H. Special Projects Series

I. Procurement Admin. Series

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQleNCE 9. VOLUME

0 Fie Drawer(s)

waoll as retention and divposition purpones.

.. R Lelter Size O Microfilm 0 Alphabetical o Microfiim Reel {s)
ARt O Computer Tape (s)
' O Legal Sze o Computer Tape X Numerical O Other (Speciy)
, 15
O Bound Book O Floppy Disk 0 Chronological Number .
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X Fie Drawer (s)
O Other (Specify) O Other (Specify) 0 Microfilm Reel (s)
O Computer Tape(s)
a Other (Specily)
5
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
W Daty o Weekly 0 Monthly 3. 0 Morny) X Year(s)
Number

13. CURRENT LOCATION(S) (Bldg , Floor, Room)
Minance Department

14. 1S RECORD SERIES DUPLICATED E{SEWHERE? !f yes specify agency or office)

Security Act

Jail Industries Building o Yes X Mo
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) | 16. AUDIT REQUIREMENTS
R Yes Federal Privacy amd No o None & State O Federal O independent

[ “

17. IS AN INDEX SYSTEM USED? (if yes. explain briefly and
' - describe any hardware/software)

-0 Yes: ' ¥ No

ONO

R

18. Rsco’uusnueo RETENTION :
Retain for three (3) years and until all audit
requirements ha}v,e been fulfilled, then destroy.

|

ithard A. Bradley:
Communication/Fleet’ Coordlnator '

20. TELEP:HONE NUMBER - 21. DATE
‘ 1|x'.é! ' LA L

' 410-637-1361.7° May 25, 1994 :

DGS 550-4 (Rewsed 193],

Flgure 1

i

.‘ i

v

Gt
1
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INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY
REVISED-.RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS \5504) T275 WATERLOO ROAD 6
PO. BOX 275 - JESSUP, MARYLAND I7 04 - Page 2 of
DEPARTMENTIAGENCY 7. DIVISION 3. UNIT ' _
artment of Public Safety Division of Pretrial Baltimore City Detent}on
Correctional Services Detention and Services Center

[ .
DEFINITION - Records Serles - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR / LATETEST YEAR

1991 1o
6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/documeqlsﬂotms found in the Series. Include the purpose of funclict o1 the 3enes)
Projections of Expenditures
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. ' _ X0 File Drawer(s)
. R Letter Size O *Microfilm O Alphabetical O Microfilm Reel (s)
Zam O Computer Tape (s}
' O Legal Sze o Computer Tape & Numerical O Other (Specify)
0 Bound Book O Floppy Disk o Chronological Number .
D Audio Tape O Video Tape O Geographical 10. ANKUAL ACCUMULATION
X3 File Drawer (s)
Q Other (SD?CI'Y) o Other (Specr!y) 0 Microfim Reel (s)
o Computer Tape(s)
L O Other (Specify)
. _1/8
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daily o Weexly O Monthly ] o Mortns) X Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)
Finance Department

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)

Security Act

. v (] L] N
Jail Industries Building o Yes X No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) | 18. AUDIT REQUIREMENTS
X Yes Federal Privacy amd No o None & Siate o Federal O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
descrbe any hargware/software)

O Yes_-

18. RECOMMENDED RETENTION
Retain for one (1) year, then destroy.

Conmumcatlon/ Fleet Coordinator -

20. TELEPHONE NUMBER 2.
' o [ IR

[

DATE

 410-637-1361 May 25, 1994

DGS 550-4 (Rewised 1/93) ,
Figure 1

- 25:-




REVISEC.RECORD SERIES
SCHEDULE (DGS 550-1)

'

INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEVY/
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO. BOX 275 - JESSUP, MARYLAND 20794

@iyartment of Public Safety
Correctional Services

. ) ) B
DEPARTMENTIAGENCY ,

oot

2. DIVISION
Division of Pretrial
Detention and Services

. AGENCY RECORDS INVENTORY

3 b

Page of

3. UNIT i
Baltimore City Detent‘lon

Center

[
DEFINITION - Records Serles - A group of related records normally flled and used as s unit for reference a»

waoll as rotontion snd dinposifon purposss,

4. RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR / LATETEST YEAR

1991 1o

SPECIAL ACCOUNTING RFCORDS

6. RECORD SERIES DESCRIPTION { Brefly describe the types of informatiorVdocumentsforms found in the Series. Include the purpose or function of the Seres)

8. RECORD SERIES SEQUENCE

7. RECORD SERIES FORMAT(S) 9. VOLUME
. ¥ File Drawer(s)
R Letter Size O Microfilm D Alphabetical O Mictofilm Reel (s)
el O Computer Tape (s)
O Legal See O Computer Tape X Numerical o Other (Specify)
O Bound Book O Floppy Disk D Chronological Number
r Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X Fie Drawer (s)
O Other (Specily) 0 Other (Specify) O Microfilin Reel (s)
D Computer Tape(s)
O Other {Specify)
1/2
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
¥ Daiy o Weekly O Monthly 5 O Morths) ¥ Year(s)
Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)
Finance Department

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

Security Act

Jail Industries Building o Yes X No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s}) | 16. AUDIT REQUIREMENTS
R Yes Federal Privacy amd No o None X State O Federal O Independent

Vg

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)
0 Yes_: :

X No

18. RECOMMENDED RETENTION

: o L Y e
pm
Richard A. Bragley

Communication/Fleet Coordinator

20. TELEPHONE NUMBER

i 410-637-1361

r
v

Retain item 2A in office for 5 years and until all audit
requirements are met, then destroy. Items 2B and 2C -
Retain in office for 5 years then transfer to the State
Center for 15 years, then destroy.

Red
t

21. DATE. .

May 25, 1994

ord

OGS 550-4 {Rewised 1/93)

Figure 1
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INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED, RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

DEPARTMENT/AGENCY
artment of Public Safety
Carrectional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION
Division of Pretrial
Detention and Services

- AGENCY RECORDS INVENTORY

) 6

Page .. . o

3. UNIT
Baltimore City Detent‘ion
Center

e .
i~ - . DEFINITION - Records Series - A group of related records normally fled and used as a unit for reference as

well as retention and disposition purposes.

4, RECORD SERIES TITLE

FINANCE/PROCUREMENT

5. EARLIEST YEAR / LATETEST YEAR

1991 1o

INMATE ACCOUNT RECORDS

C. Inmate Ledger Cards

D. Inmate Vouchers

E. Inmate Register Receipts-:
F. Inmate Time Sheets

A. Computerized Inmate Statements
B. Inmate Commissary Account Cards

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsfforms found in the Series. Include the purpose of function of the Series)

7. RECORD SERIES FORMAT(S)

33 Letter Seze a ~Microfilm

0 Legal Sze O Computer Tape
‘n Bound Book O Floppy Disk

O Audio Tape ' O Video Tape

D Other (Specify)

8. RECORD SERIES SEQliENCE
O Alphabetical
@ Numerical
o Chronological
0 Geographical

a Other (Specify)

9. VOLUME
X2 File Drawer(s)
o Microfilm Reel (s)
a Computer Tape {s)
0O Other (Speci
1’_ (Specify)
Number

10. ANNUAL ACCUMULATION

X File Drawer {s)

O Microfilm Reel (s)

0O Computer Tape(s)
O Other (Specify)
1/2

Number

11. FILE IS USED

K Daily o Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

— 20 o
Number

Morthis) X Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)
Finance Department
Jail Industries Building

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes, specify agency or office)

15. ACCESS RESTRICTIONS (If yes, ctte law(s) & regulation(s)

X Yes Federal Privacy amd No
Security Act

O Yes ¥ No
16. AUDIT REQUIREMENTS
O None &K State _ O Federal G Independent

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and
descnbe any hardware/scitware)

O Yes: , X No
oS (NN '

18. RECOMMENDED RETENTION  Ttems A thru C-
Retain for 3 years, then send to State Records Center for

17 years, then destroy. Items D thru F, retain for 3 years
and until all audit requirements are met, .then destroy.

chard 'A. Bradley ‘
Communication/Fleet Coordinator -

20. TELEPHONE NRUMBER
! [ . T

~N

| 410-637-1361

21. DATE

May 25, 1994

DGS 550-4 (Revised 1/93) :
Figure 1

A
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[
INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
" REVISED™RECORD SERIES. FORWARD WITH RECORDS, RETENTION
SCHEDWLE (DGS 550-!) '

RECORDS MANAGEMENT DIVISION
T275 WATERLOO ROAD

6
.P.O. BOX 275 - JESSUP. MARYLAND 20794 Page 5 of
DEPARTMENT/AGENCY N 2. DIVISION " 3. UNIT - ) _
artment of’ ‘Public Safety gr‘ Division of Pretrial Baltimore City Detentjion
Correctlonal Services ' Detention and Services Center

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

DEFINITION Records Series - A group of related records normally filed and uud as 8 unit for reference as

well as retantion snd disposition purposes.

4. RECORD SERIES TITLE

F INANCE/ PROCUREMENT

5. EARLIEST YEAR | LATETEST YEAR

1991 o

LOCAL JAIL REIMBURSEMENT RECORDS

A. Law and Legal Opinions

B. Formula II Base File

C. Schedule of payments and proj
D. Audit Reports

E. Financial Records

F.

Schedule of Inmate Days'

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatior/documents/forms found in the Series

. Inc

ected payments

lude the purpose or function of the Sernes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQleNCE

9. VOLUME
X0 File Drawer(s)
¥ Letter Sze O 'Microfilm O Alphabelical . O Microfilm Reel (s)
s . O Computer Tape (s)
O Legal Sze O Computer Tape & Numerical a Other (Specily)
\
O Bound Book 0 Floppy Disk o Chronological Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Drawer {s)
O Other (Specify) O Other (Specify) O Mcrofilm Reel (s)
0 Computer Tape(s)
O Other (Specily)
-1
Number
.
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER -
¥ Daily o Weekly O Monthly 5 O Mortns) R Years)
Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

Security Act

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes, specity agency or office) .
Finance Department % .
Jail Industries Building O Yes 7o
15. ACCESS RESTRICTIONS (if yes, cite taw(s) & regulation(s) 16. AUDIT REQUIREMENTS
X Yes Federal Privacy amd No o None X State 0O Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
descnbe any hardware/software)

O Yes_

¥ No
* S (O

material.

18. RECOMMENDED RETENTION

Items & thru C, Review annually and destroy obsolete
Items D thru F, Retain for 5 years, then destroy

i

it P
Richard A. ﬁgadley

Communication/Fleet Coordlnator

20. TELEPHONE NUMBER

© 410-637-1361

21. DATE

May 25, 1994

DGS 550-4 (Rewised 1/93)

Figure 1.

-25 =




“INSTRUCTRNS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD_ SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS* $50-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page

U N R

EPARTMENT/AGENCY 2. DIVISION 3. UNIT ) )
artment of Public Safety Division of Pretrial Baltimore City Detention
and Correctional Services Detention and Services Center

DEFINITION - Records Series - A group of related records normally flled and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

FINANCE/PROCUREMENT ‘ 1991 1o

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informatiorvdocuments/forms found in the Series. Include the purpose or function of the Series)

GENERAL CORRESPONDENCE

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQGENCE 9. VOLUME

X File Drawer(s)
¥ Letter Size o Microfilm O Alphabetical o Microfilm Reel (s)

A O Computer Tape (s)
Legal Seze o Computer Tape - & Numerical 0O Other {Specify)

D . )

o Bound Book 0O Floppy Disk a Chronological Number .

O Audio Tape O Video Tape O Geographical i 10. ANNUAL ACCUMULATION

X File Drawer (s)

0 Other (Specify) O Other (Speciy) O Microfilm Reel (s)
. o Computer Tape(s)

O Other (Specify)

Number .~ 5 *

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

X Daily o Weekly O Monthly 1 ") o0 Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes, specify agency or office)
Finance Department . Xu "
Jail Industries Building _ . B Yes - _

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) | 16. AUDIT REQUIREMENTS

X Yes Federal Privacy amd No a  None X State o Federal O.-Independent, .. -
i ’ ;o TR . N TS .
Security Act ~ RS T aater kb

f i

®» AT

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and - | 18. RECOMMENDED RETENTION v )

descrioe any hardwarel/software) Screen annually and destroy that materlal no longer needed

% No for current business.

v
!
¥

v

v ; ' R~ 20. TELEPHONE NUMBER 21. DATE
chard A. Bradley -

Communication/Fleet Coordlnator - 410-637-1361 ' May 25, 1994
DGS 550-4 (Revised 1/93)

Figure 1 . . , : - 25 -




